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on 3 tterch 1955 there wss a ncating of tho Committse on . 25X1A0a
Lecords attended by of the Seourw  25X1A9a-
ity Sopoeort DLivision and of :

the Personnol Security Tivielon.

%ha Compltteo contimed ite discussion on the neceasity for

& uniform namecheck shest, A revieed drafi of u fernm originally
sataitiad by S3D wps etudied and it wee apreed that thie form
eppavently filfilled the requiremcuts of toth iCivislons, It uam
declded that a limited numder of thess forms would be roproduced
for use by the Wecords Sectione of each livision on & trial btasis,
It was cetermined that the prodlem of specifying to the soarcher
the extont 4o which variaittions of certain names shorld be sunrchbad
gonld beat be hendled by the Livisious {nternally.

fhe Somaittes then Briefly vesonsidered the problema involved
in the carding and Piling of wvarioue forelan names. It was agrecd
that s reforonce sourca would be obtained which aight bte uked as &
tasis oy evolviny o uniferm syatems It was agrecd that there
world be further discuseion of this matter at the next moeting.

The nocessity for a file chargs-out slip which would meet
the requircments of both livisions was siso sonsidered, The
Committes azresd that a draft form of such & charge=cut slip would
be eutmittod by each Divisisn et the nexi meoting as o tasis for
a discussiop from which a standard form could be dsveloped, I
was suggested that the proposed fom te wo davieed as to meet tha
‘throe-fold purposs of File requisitlon, fils re-charge, and fils
charge=cut, (ALl three of these requiruments ers neceasury to the
operations of PSD, while the former two are &pplicable to the
operatione of 58D,) o S _

£t was deoldsd by the Cormitise that at the next mesting,
dlecusgion would be ronswed on the steps to be takem in instituting
8 file control procedure through a& progran of periclic inventories,
Yhe Cormittee mgreed that m dlecussion btased on past observations
wolild be held so that agreonent an the details of such a progran
could be incorvoratsd in a rosomnsndation for submission to the

~ Director of Cecurity, ' .

Choirenn

. 25X1A9a
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of PSD present, FPrimary 3 : e agenda  2°X1A%a
wae the matter of final consideration of the Committec's previous studies
and discussions on present charge and rewcharge procedures,

(n the tasis of conclusions reached it was unanimously agreed to
present a propesed revision of present procedures to the Deputy Mrector
of Security (Investigations and Support), Chief, Security Support Diviasion
and Chief, Personnel Security Division for their approval.

Prasent Procedure

1., 550 utilizes for charges and reecharges two foms, 537 Fom 7
{£xhibit A), which serves as the request form [ram the person vequestie
ing or reecharging a file, The information is transferred for file
gontrol purposes from this form to another form, "Out Card® {(Exhibit B)
by a Covert Record Section clerke The "Cut Card™ 18 lhen »laced in the
#11s cabinet after remcval of the file and serves as the basic contrel
and refersnce as 1o the whereabouts of the file,

2, PSD in charging and re-cherging Fill files utilizes Form 187
entitled Document C(harge Out Slip (Fxhibit C) and in certain cases the

"Out Card® {Exhibit B), In cases in the TX, A1, general miscellaneocus
category the “Cut Cord® is used as in SD. On subject cases, such as
Staff Employes cases, double file jackets are used and Form 187 is
inserted in the file jacket, instead of trensferring the content of
Form 187 to the "Cut fard,"

Propoged Procedure

1, That the "Qut Card® form presently utilized be discontinued
and be replaced & Remington Rand "Amorclad Out Card® with a plasiic
window {Exhibit D),

2, That U5 Fom 7 and PSD Form 187 be disconiimued and that a
new form proposed by the Committee be spproved and implemented. This
form (Exhibvit E) to be entitled "File Charge Cut 5Llip® 1s to be executed
by the perscn charging or reecharging & file und delivered to the re=
spective record section, where they will be inserted in the plastic
snvelope on the Armorclad Out Carde
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UNFITUENT 13
3. The new form *"File Charge Cut Slip® be prepared in pad or
tablet form. Peosuse of the different processing steps necassary
in handling 357 end PSD files it is further recommerded that two
differant colors of this form be utilised, one for 50D files and one
for PSU f1les, S50 files to be requested and recharged on a white
form and PED on tlue,

-as of Proposed Procedure

1. 7he proposed procedures would achieve unifomity in an area
whare nome presently exists, The lack of uniformity is selfeevicdent
from an sealysis of the content, types and numbers of forms currently
sod praviously utilized by the Covert and PCT Record Cections,

2. boring e’ficlency in temms of the clerical man hours saved
%ould he increased: 1) The proposed rrocedure would remsve the time
conswming Aten nmw rngulred of transferring to the "Out Card® {(Fxnibit B)
information for record and control purposcs contal med on the presently
atilized voquest foms; ?) Less difTiculity would te eneountered in sse
gertsining to whom a file iz charged becnuse the insert in the Armorclad
Cut Card, as proposed, would be more ohvious than the procnss now necessary
of checking the latest entry on cme of 23 lines of the card now useds
3) in area of adainistrative error would he lesssned hecaure the necese
sity of crossing out on the present card the rame of the prrson to whom
the file was previously charged would be removed, Failure to se cross
out the name has caused confusion in the Past, This area of confusion
would now be removedy L) The use of tw colora of the charge, re=charge
slip wonld sllow fer quick sorting and routing of requests in the Mail
Dask and file . oprrations of both record sections,

3. The proposed system would achieve improvement in the very
troublesome avea of f21s control, Survey of file cabinets deslgmed
to check the length of times files have been out for noritoring and res
view purposes could he mors easlly and accurately made -rith the rronosed
procedure becamse 1t highlirhts for refsrence rurposes the rasic Infore
nation necessary Tor Tlle control purposes,

In this ares it should be noted that the proposed system can
sasily be converted in the future to a sirict control system wherein
separate churge and re=-charge slipe are maintained in contrel boxes and
operated on tickles with follow-ups on files out veyond preserihed
periods, In this comection the Committre on Recorcs 1s in accord wut
the necessary man power 18 not presently availaile to operate effectively
such & »rocedure desirable though it may Le.

w4
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ke The proposed regulation should ;roduce economy in lessening
the nober of forms mnd providing in the Armerclad Out Card form, ons
which is permanent as distinguished from the presently used form which
raquires replacement when its spaces are £91led. Inquiries mede have
resolved any donbts as to avallability of obtaining the forms necessary
under the proposed procedure, SR ‘

1., It is recommended that for ihe reasons advanced, favorsble
consideration be glven to the approval and implementation of the pro-
posed charge end rescharge procedures,

2. 1f, and upon approval and receipt of forms the nrocedure be
implemented through the device of a Security fhtice describing in
datail the operation of ithe new charge and re=cinrre svstiem md cone
taining an appropriate preface highlizhting the evils of improper

 gharging and reecharging and requiring strict adhorence to the proe
cedure a3 Adefinbd,

Attachnents:
Exmibits 5, 7, C, D and B
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. 25X1A%  The Cormittee on Records eomvenad on 17 March 1955, Thoss in attend- &

: Thn Committes ’oriaﬂ.y dincussed th propomd saaroh requast uhich is
presantly being utilised on e 30-dsy triel basis. It was noted that ecom~
ments raparding 1ts use have been generally favorebls, hovever, sczs ald-
Justmanta in its conatruction appear likely. It was dnoidod that no
eorrective attion should be taken until the trisl period has mn cmphtod,
et uhiuh thos a mvisod drcft vill be sonasidared.

25X1A9a . Tha Caoiimitian discussed the ymblom involved in 1nr3axing and aaarehing

e - fPorelgn noxns. I ie studying this mattor and is sttompting to
looate a buok or broochurs on the subjsct: In tha event that thia is not .
suteassfnl, hs will cheok with RY to dataruine the rmethod utilissd by them
and will report thu results o!’thin uhdynt the mtmtingartha groupe

'25X1A9a Drafts of & f:lle charpgs and M‘hwgg slip wors studied and svaluated.
; - A comitics of I vos oppointed to eheck with RI to
_ascartain thalr gystan of £11a control and to obtain asmples. Those will
be ravigiad in the light of Security OIﬁeu roquimunto and rapm-toa on
at the next meoting of the group,

“ The £inal topio of d.umum untond urzmmi the minhnity of
sgtablistmant of an sdaquate f1ile ecntrol procadure through a system of
paricdic invmutory of ell files out of the £1ls roons snd through & re-
chargs syotem wharaby a rechargs slip would be “#ELTER for sach fils ro-
tained over an established pariod of tims, The Cormittas unanimously sgresd
that & schadule and rogular ascounting of files ie & necessity, howsvar,
ths consensus of oplnion was that rricr to setting a aystem into operation
the cherge send reohargs aystem must be- ndcptnd. This sublact wilil be
ravisved in aubaequent moetings.
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- Chlef, Investigative Bramch, SED o 11 ¥arch 1955
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Cief, Clearance Inanch, PSD

i . Committea on Hecords

: Forwarded, herowith, aro the érmi;:al oand two : k
‘ : A coples of the
rapmf\‘; of the 3 l'arch 1985 neeting of the Committao m}a teoords, -
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: The Comdttoo continued 1ts study of propueed methods for ‘stendardizing
_ the ohargs end re-ohargs systems used in the Bocords Sestions of the tweo o
. Pivisions. As had beod sgread st the previous mooting the Committes roviewed
" fhe char ga-~out pystem end forms in use in anothor pert of the Agensy which :
- gystem utllizes o Remington Band " amorolad” Out oard With & plestio picdow

in which io insorted & 3x5 charge oard, Form Gauiibe ' T

. an initiel survey revoaled that the #ymorelsd” Out cerd csn be used i o
“both icotions waors full-eize charge cards ere used end that the X5 oard '
pbove could be used where double jackets are used, The "hrmorelad” Out cerd
aysten would be nore effootive than existing systems in controls, 1t
would expodite cherging and yo-oharging, sad would be sdapbeble ot o leter
date to movye stringent control systend. . :

' The system in uge end under study during the meeting provided
for Form 59=06 Lo be propared in duplicete. hs Commititce feels thet the
system doviped Ly the Commi tioe showld provide fop the poe sible evontunl
preperation of chergd cards in dupliocsts in order to rmit the inetalletion
of 8 file follow-up system. The Uomaities felt, howsvor, that wolther
Record Gostion has ihe pOrBn Mol or even the Table of Qrpanteantion W
pernit the initiation of & file followsup system ot this time. The
Coumd ttee agroed to defer sonsidoration of follow-up system for ‘he time
 being and to continue its study of the prece#ing problens fn the Reaords .
‘operations which problems in deoreasing order of adverse impect on the
oporeticns erdl (1) unsontrolled Yrmunsfer of files to olher persont, :
(2) the tremendous traffie in filaa, end {3) the retentlon by psrsomnel off '
f£4les not in actuml vs@e R S -

fho membera of the Copmitton are to draft suitable 3x5 charpe end resoharges

sards for consideratics at the next weeilng,

At the moxb wseting the Comni ttee intesds to ro-study the standordized

indioces chaock forine
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